Accessing GSA Fleet Bill Information

The Federa Supply Service (FSS) WebBill system was devel oped to allow GSA
associates and FSS customers the ability to research and analyze their FSS billing
information related to the leasing of government vehicles and/or the purchase of supplies
efficiently through the Internet. If necessary, copies of the billing statements are also
available. Customers also have the ability to generate reports, which can provide
information such as total number of vehicles|eased per quarter, calendar year, and/or
fiscal year. Customers can also download their billing information into Excel
spreadsheets to facilitate their reconciliation process.

GAIN ACCESSTO FSS

In order to get information from GSA regarding individual vehicle charges, you will need
to register on the GSA fleet page. Before you do, add GSA to your trusted sitesin
Internet Explorer (Tools/Internet Options/Security/Sites). Use https.//*.gsa.gov. Contact
your IT service representative if you need help.

Before you register, you will need your Information Technology representative to go to
the web site at http://finance-kc.gsa.gov/webbill/ and install Oracle Jinitiator Plug-1n
version 1.1.8.16. ThelT rep should click on First Time User_and follow stepsto
download the plugin.!

Click on Reqgister.
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Office of Chief Financial Officer
Federal Supply Service WebBill

The Federal Supply Service (FSS) WebBill system was developed by the
Office of Chief Financial Officer Heartland Financial Systems Division to
allow GSA associates and FSS customers the ability to research and
analyze their FSS billing information related to the leasing of government
vehicles and/or the purchase of supplies efficiently through the Internet.
If necessary, copies of the billing statements will also be available.

Customers also have the ability to generate reports, which can provide
information such as, total dollars spent on office supplies during a given
period or total number of vehicles leased per quarter, calendar year,
and/or fiscal year. Customers can alse download their billing information
into Excel spreadsheets to facilitate their reconciliation process.

& B ™ % 7 | GianaP Jowers -Inb... | EJ MicrosoftExcel-APH... | B 199.130.223,42-Th... 2} GSA CFO FSS WebBil...

! Note to the IT Rep — This system requires version 1.1.8.16 specifically. It will not work with amore
recent version or an older version. If the user must have a different version of Oracle Jinitiator loaded, there
isawork-around. Call GSA’s help desk at 816-926-7037 for the work around.
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Accessing GSA Fleet Bill Information

Accept the system access guidelines.

[} GSA Web Application

Window

GENERAL SERVICES ADMINISTRATION
HEARTLAND FINANCE CENTER
SYSTEM ACCESS GUIDELI NES

For. itis your 0 to ensure:

1. Thatall r for the of your duties.

2. That proper b assets while performing your
duties.

3, That will adhere

4. That you will ensure "lock-up" is enabled on your nperuhng yslm(mg.,s&:rmm).
5. That you will not share your USERID with other employees.

8. of your Ata mini

{a) Your password should not be given or shared with anyone.

() Your password should not be written, displayed, or stored where others may accessiview.

{c) Requests by others to reveal your password should be reported immediately to the

GSA Security Manager at [816) 926-7750.
7. Youare forall with your US
8 Iy ¥ the GSA 5 Conduct
in using the system. If aGSA yee, y exp to adhere to your
agencies Standards of Conduct.
9. vmmmmwlnmmteﬁmﬁ management controls.
10. Cas system is
ACCERT
4 start & B ™ %[ 7| GanaPl.. 3 MicrosoftE.... (5 199.130.22... 7} GSAWeb A...

Th Doaumentt.. [ Gsaweba...

Fill in the registration information. Fill in only ONE (1) BOAC number. You will be
granted access to all the BOAC' s you need to monitor.

[E25 GSA Web Application

Window
WEB-BILL REGISTRATION FORM

LAST NAME |

FIRST NAME

AGENCY NAME

'

ADDRESS |

cimy STATE '_.-

PHONE FAX
EMAIL ADDRESS |
BOAC/IDODAACIALCIPSS |

NEXT PAGE J CLEAR SEND

74 start E B ™ %M 7 Meaario. | MoosoftE.. | /M 19913020,

T Doqumentt... | A esawebA.. [Hesaweba. &)

1:52PM

Click NEXT PAGE to continue. Fill in the secret question and answer, select
CONTINUE. Thiswill return you to the Web-bill registration form. Select SEND.
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Accessing GSA Fleet Bill Information

You will receive auser id and password viae-mail. Thefirst time you go into FSS

WebBill, you will be prompted to change your temporary password

LOGIN

Once you have changed your temporary password, log in at http://finance-

kc.gsa.gov/webbill/ and click on LOG IN.

T1 GSA CFO FSS WebBill Web Application - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help i
Qus- QO HREAG P oo @ -5 B-LJDE B g0mp 8
Search the Web Dsearch ~ | Address |Q v B eo ks @) apris Home ) APHIS Home Page =

(Oysearch - Google - Yahoo! - AskJesves LookSmat 35 futomie 2

U. 8. General Services Administration

First Time User Register

Office of Chief Financial Officer
Federal Supply Service WebBill

The Federal Supply Service (FSS) WebBill system was developed by the
Office of Chief Financial Officer Heartland Financial Systems Division to
allow GSA associates and FSS customers the ability to research and
analyze their FSS billing information related to the leasing of government
vehicles and/or the purchase of supplies efficiently through the Internet.
If necessary, copies of the billing statements will alse be available.

Customers also have the ability to generate reports, which can provide

information such as, total dellars spent on office supplies during a given

period or total number of vehicles leased per quarter, calendar vear,

and/or fiscal year. Customers can also download their billing information

into Excel spreadsheets to facilitate their reconciliation process. =
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Accessing GSA Fleet Bill Information

Click ok.

[=5 GSA Web Application

Window

Sigle click here once or Press ey+0to Continue

=1ty

Select Connect.
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Accessing GSA Fleet Bill Information

[ GSA Web Application

Eile AdhocQueries Repors Sales Analysis Help Window
EE Screen

Click OK.
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Accessing GSA Fleet Bill Information

REQUEST A QUERY

To request aquery, at the top of the screen, select AdHoc Queries/Fleet/. The following

example shows a query by BOAC.

[ GSA Web Application

=]t

File UULeITEE] Reports  Sales Analysis Help Window
1B

Supply » 2 BoAC
3. Tag
4 ALC/PSS

5. Amount
6. BOAC and Sales Code
Mileage Express Speed Pay

F FINANCIAL OFFICER
B BILL
NCIES WEB-SITE

GSF
BILLINGS

3

Includes Fleet Bills

Through Through
04-21-2005 04-01-2005
WELCONE HOME % WE SUPPORT THE
% OFFICIAL GOVERNMENT USERS PAPER REDUCTION ACT

Includes Supply Bills

M AccesstoF... | EJ MicrosoftE...

+J start

CEEREE

(9 199.130.22...

©§ Document... 7} GSAWeb A...

[Ejcsavieb a..

Enter the query criteriain the highlighted fields. Tab to bring up data. Alternately, click
on the Search icon. Hereisasample of results of aquery by BOAC.

F4 GSA Web Application

Window
el BOACQUEy
“Jed | + 1| #" | @Al

FLEET BOAC QUERY

BoAC ‘Beginning Billinz Date  Endine Billins Dats
123036 02-10-05 03-10-05
PSSIALC  Fed Cd RG  FUC

Customer info

cuzzext zzcoxn- R
Billz inzDats  Agency  Burem
N00E9148 | f02-21-05 B =

liles  Days Spel
SC Est Driven Used S/mle Rate Equip  Sales Value
35174

1T

| |
| I
|| [

Date

[ofes Jar| | 123¢] 0.110| 216.00] | Detail
0105 far [T es 0.110[ 17z.00] | 181.35 Fu
0105 ACCIDENT 21 [ s8] 0110 17200 [ 21 Datail
0105 1225681 a1 [ [ 1800] 0.410| 17200 [ 1.00 Dl
e[ 1,050 [ 0.410[ 17200 | 0! Detait
I I [ il

[

[

[

A[=]:3

W 199.130.223.42... | T

GSA FleetandF... ‘2R GSA Web Applic...

R 523PM

/M >RE: Is the Fle...

R
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Accessing GSA Fleet Bill Information

To find the address associated with the BOAC, click on the BOAC field.

R GSA Web Application E"E\ |z‘

Window

Fleet BOAC Query
FLEET BOAC QUERY curzexT 2zcoro- R
BOAC Beginning Billing Date  Endine Billine Date Bl ingDate  Arency  Bucems
[rscsomu = T e @ o
e
12402400 T | oe [ oz |
Mies  Days Spal
Date TAG= Customer info SCE Driven Used Simle Rate Equip  Sales Value
Joios! [ce1-1020¢ | a7 At ] 7s2] 0.145| 210,00 4
0105 [G61-12796 | 735 [ar [ [ sag| 0.145] 210.00
0105 [Gez-0868A [ 173 e [ 720 0170 238.00
0105 [G62-0870A [ 301 a [ [ 1241] 0170 247.00
0105 [G52-09601 | 30 [ar[ [ 703 0.170| 228.00
0105 [352-11578 | 051 [pr [T 2280] 0.170] 238.00
o105 [esz-11888 [ 172 s [ [ 1.205] 0170 247.00
105 [Gs2-118%0 [ 201 [t T <0s] 0.170] 247.00 [
0105 [G82-11711 | 363 [a ] T seof 0.170] 238.00 [

PSSIALC Fed Cd RG

Nies Days:

Date  TAGE Customer info. SC Est Driven Used Simie

Jotos [eer-10e02 [ oer [at[ [ 7e2[ [uiss
mne Iaar 197ea [ 728 (X B Y™ B PRV

Alcpss  [12403200

USDA-APHIS-WILDLIFE SERVICES
PO BOX 255348

04
SACRAMENTO CA 95865-5348

CLOSE |

‘dstat €& B

Click “Close” to continue.
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Accessing GSA Fleet Bill Information

To request a query pertaining to one vehicle, select Adhoc Queries\Fleet\Tag

24 GSA Web Application E‘ |E‘ ‘g|

File IRAeICUCe] Reports Sales Analysis Help Window
1 8ille

Supply * 2 BOAC
E‘? F FINANCIAL OFFICER

4 ALCIFSS B BILL
5. Amount

NCIES WEB-SITE
6. BOAC and Sales Code
MWilzage Express Speed Pay GSE
WV (@) BiLLiGs

Includes Flest Bills Includes Supply Bills
Thraugh Through
04212005 04-22.2005

WELCOME HOME WE SUPPORT THE
OFFICIAL GOVERNMENT USERS PAPER REDUCTION ACT

* 8 199.130.223.42.. | ™ GanaPlowers... | 7§ GSAWebAppic.. [ 65aweb Appic... | D) FS5 Access.dac ...

In the next screen, enter the tag number (with no dashes), a beginning billing date and an
end billing date (in MMDDY'Y format). Tab to bring up data. Alternately, click on the
Search icon.

[ GSA Web Application E"E‘ |z‘
\

u|
FLEET TAG QUERY curzrzvT 2zcono- (R
Zacy G Dats Ending Billins Date ine Date Bucars
G6213247 01-01-05 03-31-05 03-21-05 %12 Jas |
PSSIALC BOAC Fed cd RG EMC
12403200 {[12969(] Jwr [ fos o7
lies  Days. Spel
Customer info SC Est Driven Used Simle  Rate  Equip  Sales Vae
827 21 E 0.170[ 238,00 351.03 [Dekail
0105 [n008e18g [ 27 [ 1012 0170 229,00 3113
0205 |Nooesszs | ezt [ Z100 0170 238,00
0205 [NOOA9S3H| FUEL SURCHARGE ] I
| [
I I [ [
[ [ [ [
| [ | [ |
I [ [ [ [

> | M 199.130.223.42- ... ™ Giana P Jowers - Inb... ‘R G5A Web Application ... [E GsA Web Appiication
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Accessing GSA Fleet Bill Information

REQUEST A REPORT

To request areport, click on the Exit Screen icon.

[E25 GSA Web Application

Window

1 BOAC Query

AR EET
FLEET BOfExit Screen
A Berinnins Billinz Date mrﬂ%& il BillingDate  Azsncy  Buesas

PSSIALC  Fed Cd RG  FWC

I N N E

TAG= Customer info SC Est Driven Used S/mile Rate Fguip  Sales Value
| | I | |

TR

» [ mogzep.. | M 199.430... # BrioQue... | D Weely ...

From the Main menu, select Reports/Fleet. We will not show examples of the various
reports. Simply select the report you wish to see. On the query screen, enter the
necessary parameters to retrieve the data you desire.

s

[} GSA Web Application

ga\esAnalysws Help Window
[Eeet 1 prm

upply * 2.GSAForm 789
ary R " 2 Treasury Form 7306
\ 4 Count and Dollars Billed

CUSTOMER

File Adhoc Queries

GSF
BILLINGS
Includes Fleet Bills Includes Supply Bills
Through Through
04-21-2005 04-22-2005

WELCONE HOME WE SUPPORT THE
OFFICIAL GOVERNMENT USERS PAPER REDUCTION ACT

CEX

| o422, | M j99.130... # BrioQue... | [I§ Weekly ...
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Accessing GSA Fleet Bill Information

DOWNLOAD TO A SPREADSHEET

The system allows for a download of the data to an Excel spreadsheet. After you have
retrieved datafrom a query, click on the third icon from the | eft.

GSA Web Application
currenT recoro- IR
110069824 | {03-21-05 iz | i::'
PSSALC  FedCd RS FMC
12403400 ot | oe | oz |
Customer info_ 5 Est Drwen Used
a1 |
205 A1
0205 |G52-086%A | 173 A1
0205 §GE2-08704A | 201 A1
0205 §G52-09801 930 A1
0205 |Gs2-11678 051 A1
0205 |G&2-11688 173 A1
0205 §G52-11680 301 A1
0205 |G52-11711 383 A1
i) il 14 Fi d v do
Click “Open”
£ GSA Web Application ) hitps:/finance-ke.gsa.gov/dev60cgi/rwegi60.exe/getjob-5157server-Reparts60Server 28... | _ ||:|‘x‘ E ”DHXI
e E F "

] 3 ¢ ¥ 5. B = #
W o O REG P k=03 SEUD |2
¢ Search the Web Psearch = Address [@] httpsi/ffinance-+c.gsa.govp ¥ B G0 (ks >
- (JySearch - Google = Yahoo! ~ AskJesves LookSmart 3J% fustomiz ig

File Download I
Customer

s s DA Do you want to open or save this file?
0105 |GE1-1278€ | 738

m G62-0868A | 172 _j Name: getiob=515.xls

0105 |G&2-06704 | 301 [EH Type: Microsoft Excel Worksheet

0105 [Gez-00801 | 930 From: financekc.gsa.gov
0105 [Ge2-11678 | 051
0105 [eez-11888 | 173 Cpen Save Cancal

0105 [caz-T1880 | 201
oi0s [caz-11711 | 353 [¥] Always ask before cpening this type of fle

harm your computer. If you do nat trust the source, do not open o

@ While files from the Intemet can be useful, some files can potentially
save this file. What's the risk?

& Start from site: https: //finance-kc.gsa. gov/deve0cgi/ricgis0. exe get S Urknown Zone
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Accessing GSA Fleet Bill Information

A spreadsheet will appear. Click on File/Save as

=]t

Egi ‘GSA Web Application Es | https://finance-kc.gsa.gov/devblcgi/rwegi60.exe/getjob=5157server=Reports605erver2&. .. | H D ”x |

Edit View Insert Format Tools Data GoTo Favorites Help #
T Fleet BOAC Que £ . 2
%lﬂl | Tl@ (b psaard‘\ *Favonbes @ WQW’}L‘J « >
3
E Psearch |~ | Address B ks>
P Page Setup... I = - Customize -
— etz | B Pnit. P coten Google * Yahoo! v Ask Jeeves LookSmat % fiftemize t
129690 02-01-05 || 5 Date
[ send LT D T ET F T 6 T H T T [T J [3
|| Bill Date |PSS - ALCBOAC Agency |Bureau  |Fund Code Customer [Rv—
|| mportandExport... 59 21-Feb-05| 12403400 129690 12
169 21-Feb-05 12403400 129630 12 34/WT 735
Properties 59 21-Feb-05| 12403400 129630 12 34wWr 173
n?;f Gm:An::l‘a o B ) 169 21-Feb-05| 12403400 129690 12 34WT 301
i e T || warkOffine 569 21-Feb-05| 12403400 123630 12 34/WT 930
= = Close 59 21-Feb-05| 12403400 129630 12 34wWr 51
1105 JG62- 05694 | 173 B 705/ G62-11689 006169 21-Feb-05| 12403400 129630 12 34WT 173
0105 |§o62 05704 | 301 [ 9 | 105 G62-1163C NO0BI169 21-Feb-05 12403400 129630 12 34/WT 301
105 |G62-05601 | s30 10 105/G62-11711N00BI169 21-Feb-05| 12403400 129630 12 34wWr 363
105 [ae2-11878 [ 05t 1 105/ G63-10541N00BI169 21-Feb-05| 12403400 129690 12 34WT 173_§ |
0105 [B2-1186s | 172 2] 105/ G61-05265 0069169 21-Feb-05 12403400 128630 12 34/WT 145
0105 [G62-11890 | 301 [13 ] 105/ G61-05485 N00BI169 21-Feb-05| 12403400 129630 12 34wWr 362
I IR S [14] 105/ G62-00861N00BI169 21-Feb-05| 12403400 129690 12 34WT 301
5] 105/ G62-07852 10069169 21-Feb-05 12403400 128630 12 34/WT 774
|16 105/ G62-09462N00BI169 21-Feb-05| 12403400 129630 12 34wWr 185
[17] 105] G62-0946¢ N00BI169 21-Feb-05| 12403400 129690 12 34WT 827
18] 105/ G62-0946¢ N00BI169 21-Feb-05 12403400 128630 12 34/WT 013 0
[19] 105/ G62-13244 0069169 21-Feb-05| 12403400 129630 12 34wWr 195 4
[20] 105/ G62-13242 N00BY169 21-Feb-05| 12403400 129690 12 34WT 180
[21] 105/ G62-13246 0069169 21-Feb-05 12403400 129630 12 34/WT 167
[22] 105/ G62-13247 006169 21-Feb-05| 12403400 129630 12 34wWr 827
23] 105/ G62-1324£ NO0BI169 21-Feb-05| 12403400 129690 12 34WT 123
[24] 105/ G62-14488 N00BG169 21-Feb-05 12403400 128630 12 34/WT 39
|25 ] 105/ G62-14490 N00BYI169 21-Feb-05| 12403400 129630 12 34wWr 313
[ 26| 105/ G62-14492N00BI169 21-Feb-05| 12403400 129690 12 34WT 107,
[27] 105/ G62-14497 10068169 21-Feb-05 12403400 129630 12 34/WT 137,
[ 28] 105/ G62-1449E N00BI169 21-Feb-05| 12403400 129690 12 34wWr 193
29 105/ G62-14500 N00BI169 21-Feb-05| 12403400 129690 12 34WT 301
Fanl 105 67 146N 12 an T a7l ¥
H 4 » v} getjob=515/ |¢ | 3
this document as a fie.

| Bl Edt Vew [ncert Formy: . BT ool Raly Gadm Exorie
e H RS 3 % g S B = [
M—'é ©Q HRAG Lo frroe= @ M 2 %L
: . | : search the web Psearch ~ Adoress (@] hitpsi/ffnanceke.gsa.covi ¥ | B G Links * b
: (J)Search - Google = Yahoo! = Ask Jeeves LookSmat £Qf fustemze
A spreadsheet will ap,
-~
K saveni | (2} My Documents v @ @@ X Tools stomer Ri—
3 87
73 IETETESLX\S 735
v EFFIS Transaction Codes. xls 173
| MyRecent | [EiBocka xis 301
g | 2o Hsock1xs 930 =
B - (@ my Pictures 51
— @ EAmy Music 73
i Desktop My Data Sources 301 T
Bl [Cvvebshots Data 363
El (IRemedy 73—
B J )My eBooks 145
3] | v Documents 862
i il 301
g “II 774
5 1 : 185
E il 155
: 5 My Computer o
u ] .‘g 013 0
_1 File name: |1l§59|] for Feb billing Vl L Save J 195 !
20| My Network = 180
2 Places TR IEUSD&OH’\EE Excel Workbook (*.xs) ¥ Cancel 167
[ 277 T05 CG2- 1324/ NOUBT 16T 21T eb-U0] 12203400 129600] 7] o 1 827
{ 23 | 105 G62-1324EN0069169 21-Feb-05| 12403400 129690 12 34/ WT 123
(24| 105 G62-1448SM00BI169 21-Feb-05| 12403400 129690 12| 34WT | 39
25 | 105/ G62-14490N0069169 21-Feb-05| 12403400 129690 12 34 WT | 813 =
| 26 | 105 562-14492M0069169 21-Feb-05) 12403400 129690 12 34/WT 107 b |
= [27] 105 G62-144971M00BI169 21-Feb-05| 12403400 129690 12 34WT | 137 v
(28] 105/ G62-1449E 006169 21-Feb-05 12403400 129630 12 34WT [ 193 +
29 | 105 562-14500M0069169 21-Feh-05) 12403400 129680 12 34 WT 301 @
n ANEINET 14807 IR01R0. 24 Eoh NRL 192402400 ___120£00 12 WM NNT 297 -} ¥
Elem=we H 4 » +\ getjob=515 |« | 3 2
ol e o & Unknown Zone

Close the spreadsheet screen.
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LOG OUT
Click on the Exit Screen icon.

[} GSA Web Application

woaros | oesas weois | fooorse (i | e

frisin ~ e W |

;

0.145] 210.00 3198.04
0.145] 210.00 4748
- 0.170] 238.00 36461 H

0105 [Ge2-08704 [ 301 a1 1,241 0170 247.00 457.87
"WIWQGM 0.170[ z3s.00 Detail
"ﬂlsﬁz—ﬂﬁﬁ 0.170] 238.00

0105 [Gea-11688 | 173 [~ 1,205 0170 247.00
0105 [Gez-11680 | 301 [21 206 0170 247.00
0105 [Ge2-11711 | 363 [21 590 0170 239.00

At the Main Menu, select File/Exit.

F& GSA Web Application

) ~dhoc Queries Reports Sales Analysis Help Window
1. Change My Password
2.My Password Expiration Info

Update USER PROFILE

it

L OX
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